——DOLLE 3-2. 66S 


REP ATS roy 5 : 


Vane panne ‘ iter 
Approved For Release Jel 5/04798:/¢1d ROPS4-00780R000100260 O82 > Yostaxy 


OFFICE OF THE DIRECTOR (grr ve 


Action Memorandum No. __ A265 


Z 


. Deputy Director (Plans) General Counsel 
Deputy Director (Support) Inapector General 
Deputy Director (Intelligence) Comptroller 
Deputy Director (Reeearch} 


SUBJECT : Correspondence Addressed to the Office of the Director 


REFERENCE: 


ZORHOP 


1, This memorandum is a gentle reminder of previous oral 
and written instructions concerning the lead paragraph of a memorandum 
to the DCI, DNC] or Executive Director. 


. 2. Probably due to the passage of time, change of Directors, 
etc., the O/DCI continues to receive memoranda in which the lead para- 


graph does not clearly indicate whether the document requesta action or is 
for information or background use only. 


3. Addressees are requested te take whatever steps necessary 
to insure that all memoranda submitted to the DCI, DDC! or Executive 
Director open with a sentence similar to one of the three below. 


a "This memorandum is for information only; 
particular reference is made to paragraphs ’ 
"8 , 


s 


b. "This memorandum suggeste action on the part 
of the DCI, DDCI or Executive Director; this action is 
contained in paragraph 2 


=COZ ero srs 


c. "This memorandum submits a recommendation 
fer your approval; this recommendation is contained in 
paragraph ae 


% 


SUSPENSE DATE: 7 Lyman B,. Kinkpetrick 
Executive Director 


e 


(signed) Lyman B. Kirkpatric: 


a 
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Th. ca x por an: 
29 December Dons 


MEMORARDIM TOR: Assigtert Chie: of Staff, intelligence 
Department of tie Amay 


ATTERTION : Administrative Divistos 


SUBJECT: Offieial CIA Malling Address 


i. tt has come to our attention ihat sone ACST fish tor segponcence 
is being luproperly addressed ix: this Agency. 


2, It is requested that sli ACSI «leante be advised thet the 
only correct, aud official, aidvese ta be used in forwarding 
Se Ree and/or other matertal, to this Agency is ar 
follows: ; 


Central Intelitgence Agency 
Washington, 0. C. 20505 
Attention: 


3. The use of an attention line will expedite delivery ta 
the addressee in CIA. 

4, CIA courders agke several calls daily to deliver Agency 
material and to pick up packages addresaeé to CIA at the Recetot | 
and Dispateh Section, in Roos 1c 460, Pentagon, 


Chief, Liaison “tat’ 


[___kmen 
Orig & 1 - Add 
1 - DD/CR 
1 «+ Courier Service 
ty ~ ofpps 
L~ is 
1 + Chrono 
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17 December 1963 


MEMORANDUM FOR: Director, Defense Intelligence Agency 
ATTENTION + DIASA-2 , 
SUBJECT: Official CIA Mailing Address 


i. It bas cone to our attention that sone DIA corres dence - 
is being improperly addressed, to this A. « For eomsies . 
conmunicetions eddressed to “Central Intelligence Agency, Langley, 
Virginia” are frequently delivered vie U.S. Mafl to Langley Air. 
Base at Hampton, Virginie. 


2. It is requested that all elements be advised that the only. | 
correct, and offieial address to be used tn forwarding correspondence, 
and/or other material, to this Agency is as follows: 


Central Intelligence Agency 
Washington, D. C. 20505 
Attention: 


3. The use of an attention line wit! +t . 
ieesese an Ca. LLL expedite delivery to the 


4. CIA couriers make several calls daily to deliver Agen 
' cy 
material and to pick up packages addressed to CIA at DIASA- 
Roon 2D 233, Pentagon. aie 


FOR THE ASSISTANT DIRECTOR, CENTRAL REFERENCE: 


‘Chief, Liaison Starr 


meb 
Orig & 1 - Adda 
1 - Ls 
- Chrono 
- Courier Service 
- DD/cCR : 
- Chief, LS/cR 


"i 
1 
1 
Pe 
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. ROUTING AND RECORD SHEET. DLS REGISTRY 


SUBJECT: (Optional) - Pe 
vt aR-O 
Oc Messenger Service BLLE *2222x"— 


ws 
FROM: EXTENSION 


Special Planning Assistant to the GD/S = 
TO: (Officer designation, room number, and DATE 


building) OFFICER'S COMMENTS (Number each comment to show from whom 
INITIALS to whom. Draw a line across column ofter each comment.) 


25X1 


4 December 1963 


FORWARDED 


RECEIVED 


Deputy Director of Logistics 
1047 sas. 2 Doug: 


Per my telephone conversation with] 
you today on the attached papers, 
a Colonel White has asked that Logistiqs 
25X14 get together with OCI ( or perhaps 
|; Land discuss this 
problem to see if {t can be ironed 
out especially in the light of econon 
5. moves recently announced, Colonel 
White believes that Logistics should 
| continue to supply cleared couriers 


if for the three positions which now 
exist and this is as fay as we can 
7. go on the existing menpower restric 


tions, 


/3/ 


Special Planning Assistant to the 
Deputy Director for Support 


Att: 
Memo dtd 29 Nov 63 to AD/GI 
fr D/L, same subject 


SPA-DD/S:JHP:fmf 4 Dec 63) 
12. Distribution: 
Orig - Adse w/O & 6cc of att 
(DD/S 63-5127) 
1 - DD/S Chrono 
a DD/S Subject w/cc of att 


FoR 610) “EFRENe’S [OY SECRET © ((]_ CONFIDENTIAL tees [-] UNCLASSIFIED 
USE ONLY 


eat | LYS ic 2. Poe. 7 
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MEMORANDUM FOR: Agetstant Director for Current Intelligence 


THROUGH. s Daputy Director for Support 
Deputy Director for Intelligence 


SUBJECT | UCL Messenger Service 


REFERENCES (a) Memo to DD/A fm AD/CI dtd 29 Jan. 1953, 
Subject: “Organizational Change” 


(bh) Memo to C/iSD/OL fm C/1IS/OCL dtd 12 Nov. 
1963, Subject: "Distribution Service” 


1, This memorendum contains @ gecommendation submitted for Deputy 
Director for Support and Deputy Directer for Intelligence approval. 
Such recommendation is contained in paragraph a 


2. Reference b requests the detail of two messengers in addition 
to the three now on detail to OCI, The Office of Logistics is net in 
a position to honor this request due to personnel ceiling and budgetary 
limitations, It is believed desirable at this time te review and re- 
vise the original agreement contained in reference 4. 


3. A review of bebvence b indicates that the messenger service 
operates under the exclusive jurisdiction of the DD/T and provides 
distribution service almost exclusively within the DD/I allesource 
center. It is not believed that the Office of Logistics mission and 
functions, as outlined in(_—id conteuplate furnishing of such 
specialized messenger service. 


4. Two possible courses of action are suggested for consideration: 


& Transfer the three ceiling positions and. budget together 
with the responsibility of the internal messenger function to the 
GD/I, This with the understanding that the DD/1 may request 
assignment of cleared messengers from the Office of Logistics as 
veesnsses occur. 
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SUBJECT: OCI Messwrger oervies 


b. The DD/I transfer to the Offices of Logistics additional 
cetling and budget te accommodate any additional mensengers 1 Tee 
quired by the DP/1 for this purposs. 


Uf the two proposals, this office favors the first. 


5. There are two precedents which occur to this office as being , 
pertinent: 


a. The DE/P has established and operates its own internal 
courier/messenger service. 


be The DD/I has established and operates courler/messenger 
_ gpervice for both OCL and NPIC, 


6. It ta recommended that the proposal contained in shewaeens ba 
above be adopted. 


PAAMES A. GARRISON 
Director o£ Logistics 


Attachments! 
' References a and b 


The recemmerdation contained in ene 


gros Director for puePoR 


ta ieaneenmmmen-teneeenedeeieatemmiataael 


Date 
“masa inlaid aetna ant ienio 
Deputy Director for Intelligence 


2 
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SUBJECT: OCI Maseenger Service 


Distribution: 

uriginal & 1 « Addressee, w/atts 

(@- DE/S, wfatta, cacoo 

- DU/I, wfatts. 

1 + UL/Official, w/atts. 
1 « OL/AS/PSTB, w/atts. 
‘2 « G/L Chrono, w/atts. 
1 « UL Suspenee, w/atts. 


25X10 aayas[ R26 Row 63) 


Subject "| 
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